
Visual Management Guide

Use

This general purpose letterhead is de-

signated for the Department’s business

correspondence generated with word

processing applications when page lay-

out functions impede rapid production.

It is designed to be used by a broad

spectrum of personnel specialties for

on-demand printing and where the

names and locations of units change

frequently.

Typesetting

Users should select mainstream serif or

sans serif fonts with few embellishments

that are easily readable and generally

available. Preferred typefaces are Times

(serif) and Helvetica (a sans serif type-

face also known as Arial). Type all text

flush left, rag right, with normal word

and character spacing. Text should be

9 to 12 points in size.

Department identity:  The preferred

identity for the Department is the sym-

bol only, centered, 1/2” (.500) wide posi-

tioned as shown on the grid. An alter-

nate designation is to use the name

spelled out in one line, centered, typed

in 8 point Helvetica bold. Do not use the

symbol and the name together.

Agency identity and address: Use

agency symbols as desired. Position

them only in the space allocated on the

grid.

Subject and addressee: Set up the sub-

ject, addressee, date and the like, in a

manner that conforms to the Depart-

ment Correspondence Standards as

shown. The desirable type size is 12

point.

Mission statement, slogans, partner-

ships, affiliations:  Type in a maximum of

two lines at 8 point size.

EEO statement: Type on one line at 8

point size.

Body of the Letter

Begin the body of the letter 1” (1.000)

from the left edge of the page and two

line spaces after the last line of the

agency address.

IX Addendum a. General Use Agency Letterhead for Correspondence
Generated in Word Processing Based Applications / Use and Specifications

Example of specification applied.

Agricultural Research Center

5601 Sunnydase Avenue

Beltsville, MD 20705-5128

SUBJECT:
ROBADA APRICOTS PATENT

NOVEMBER 1, 2001

TO;

AGRICULTURAL RESEARCHERS

FILE CODE 0123

 

COMMERCIAL NURSERY AFFILIATES

Big and juicy Robada apricots give U.S. growers an alternative to the five standard varieties of 

this fru
it grown commercially in the United States today. Robada has a pleasant balance of natural 

sugars, a
cids,  and aromatic compounds. People who have tasted it th

ink it's o
utstanding. 

Robada offers m
ore flavor and aroma than many other commercial apricots. A

nd it sh
ips well. 

The jumbo fruit is 
intended for fre

sh-market sales, th
ough further testing may reveal that it is

 also 

suitable for drying, canning, or fre
ezing. 

Robada ripens in mid-May through nearly the end of the month–the peak of the Califfo
rnia harvest. 

The apricot's fi
rm, finely textured flesh is an attractive deep orange. A bright-red blush may tint 

nearly half of its 
surface, depending on how much sun reaches the fruit during ripening.

Like most other commercial apricots, R
obada is se

lf-pollinting, meaning that each tree will bear 

fruit without the need for other apricot trees to be planted nearby as pollen sources. Robada is th
e 

result of four consecutive hybridizations of different sets of parent trees. Those crosses, m
ade by 

horticulturist D
avid K. Ramming of the Fresno laboratory, were followed by 8 years of orchard 

observation.

The Agricultural Research Service has obtained a patent for the apricot. Commercial nurseries can 

apply to the ARS Office of Technology Transfer for a license to produce Robada trees. Though 

Fresno research results apply primarily to California orchards, Robada might be suitable for other 

U.S. regions where apricots are grown. California produces nearly all of Americ's apricots.

Thank you,

Graig A. Ledbetter

USDA-ARS

Attachments

An Equal Opportunity Provider and Employer
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Text insertion point.

An Equal Opportunity Provider and Employer

SUBJECT: Text insertion point. DATE:

TO: Text insertion point.               FILE CODE:

Use line
spaces as
required




